OPERATIONAL SERVICES DIVISION

Job Aid:
How to Score and Award a Bid in COMMBUYS

This Job Aid shows how to:
e How to score and award a bid using the bid tabulation function

Of Special Note:

The bid tabulation function in COMMBUYS is used to score and review vendor responses to bids, called quotes in the
system. The entire process--bid, quotes, scoring guidelines, etc.-- is viewable in COMMBUYS, which offers users the
benefit of concise document management as well as an organized electronic procurement file. If bid tabulation is not used
to score a Bid, this information can be entered on a spreadsheet (or as follows current practice) and posted as an
attachment on the Attachments tab.

Screenshot Directions

1. Launch the COMMBUYS website:
https://www.commbuys.com/bso/

COMMBUYS

Enter your login credentials and click the
Login button on the COMMBUYS home
——— OPERATIONAL SERVICES DIVISION —— page.

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts” Executive Departments. COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUY S INFORMATION:

For more information on COMMBUY S please visit the COMMBUY S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Jobr Aids for Purchasers

Job Aids for Sellers

If you hawve any guestions or concerns contact the COMMBUY'S Help Desk at
COMMBUY Si@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-827-8283 or 817-720-3187

. Reaister
Register here to begin using COMMBLUYS.
“endors, please read this disclaimer prior to registering.

L Complete Registration
Complete registration here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to completing registration

' Open Bids
Browse open bid opportunities.
. Active Contracts
Browse active Contracts/Blankets.
' Contract & Bid Search
Search for Bids and active Contracts/Blankets.
. Registered Vendor Search

Search for registered vendors.

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved

Last Revised: 2014-11-25 1 Score and Award a Bid


https://www.commbuys.com/bso/

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot Directions

2. Upon successful login, if assigned multiple
Basic Purchasing Inquiry roles select the Basic Purchasing role tab on
the upper right side of the page.

January 6, 2014 6:24:20 PMEST p 0 ‘ a b o g X

vendors ~

3. From the Navigation bar, under
Documents, select Bids > Ready to Open.

e

Ready To Open

In Progress

Ready for Approwval
Ready to Send

Click on the appropriate blue Open Bid

hyperlink to open and review the bid.
Senk

Opened

Returned

Evaluated

Approwed

Bid to PO

Canceled

Bids Ready ToOpen
£2

L]
11
Bid# Blyer Description Bid Opening Date Open Quotes Quote History
WO | hisKemey s R 20 e e uoe No St Qe
000012 | Paul Comparet PCTraring OUDT72014 024700 PM Open Bid
D002 | Paul Comgereti Hyssatest (D204 104700 AM Create new quote o Submited Quotes
0000430 | Buyer Buyer Flankst OU0/2014 24700 PM Open Bid
Open Market Bid 00000127 Stis: 350-Opened = .
: 4. The Bid opens to the Summary tab.
Gemerl bems Mdiress Acoming Fouig Atachments Botes Biders Questims Amemdmests(f] Q3 Reminders [ER]
Header nfomaton
Billnta: owm Do et s 0 e Scroll to the bottom of the page and click Bid
Putchaser LnssBris ot Minor Saes: Hom Solcied: £
Organization: Osersons Senves Dvsn
Fiscal Year: " Deparment: PURCH - Central Purchasing Location: LOCY -Dawrtown
Shom On Web: e Allow Bectronic Quot: Ya Reguired Dte:
Bid Opening Date: NABHUHA Avaiabe Date: s BN
Purge Dae:
Bid Type: OgenBid Informal Bid: "
Conttl Code: Esimated Cost: s Pin Dot et
Memate I Purchase Method: Oplirat Catalogd o convact:
BlanketiContract Begin Date: Blanket\Contract End Date: Type Code:
Info Contact: oo Linds Borks et 1T858 5555 Bulletin Desc: PreBid Conference:
UNS P S Code Certfied Requied: 1o Aeknomledge incusion equied: [0 Hoar of Acknowledge incuson: L
SubconvactorInk: Quce Notcaion: [0
Date Last Updated: nERHOHZA Userlos Updated: s Bkt Tem Singe Award Ony: o
Shipto Mdress: 2t Billio Addres: 2iEThSret Pint Fomat:
Sule 1O Sade 1100
Aastn, TN Ausin, TXTETN
s ]
Ered siomeri@turspesd on Emat sappori@eeyspest can
Puns (S8 Pune (S12472 8100
Solcabion Enabled: o
Invoice Method: Three Way Ve
Bid Tab | | Cancel Bid | | Clone Bid }| wiew Quote History [ Print |
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Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot Directions

UNSPS € Code Browse | My Account | Customer Service | About Current Organization: Operstionsl Services Division (5| October 21, 20° 5. The Bid Tabulation page opens displaying

[ Home | mems~ | oocumentsv | vensorsw | quick s B the list of all quotes submitted by registered
Bid Tabulation for Bid #8D-14-1080-1080C-1

COMMBUYS vendors for the selected bid.

If your procurement is a small procurement,

BB revisions toms  Header Routing score s ($150,000 or less), you must identify SBPP-
Total Number of Submitted Quotes: 10 active vendors. In order to identify whether
Quote # Description | VendorID Vendor Name vendors submitting quotes are SBPP-active
7-1080.05001.05010- BidforVendor2 | 00002137 | ToMvender you will need to run an administrative report.
QT-1080-05001-05010-00000000065 Bid for Vendor 00000267 Barker Steel LLC / Hamis Rebar
QT-1080-05001-05010-00000000070 Bid for Vendor 300125 B & B Engineering FO”OW Step 6 —_— 12 to run a report for SBPP
QI-1080-05001-0S010-00000000073 Bid for Vendor 235372 Bank of America Vendors.
QT-1080-05001-05010-00000000074 Bid for Vendor 204554 Bacher Corporation
T 1-05010-0 7! Bid for Vendor 00001174 K and M Communications
QTANC-0SD01OSOI0 00000000076 | Bid for Vendor JO00DITE | & Aives Cleaning Service If your procurement is over $150,000, skip to
QT-1080-05001-05010-00000000078 Bid for Vendor 000009598 J & E Mechanical Corp Step 1 3 .
QT-1080-05001-05010-00000000079 Bid for Vendor 222929 Jack Yauﬁﬁ Company, Inc
QI-1080-05001-05010-00000000111 Bid for Vendor 00002196 TOMVendor21

6. Click on the blue and orange pie icon in the
top right corner of the screen to open
Administrative Reports.

sovson §] Nowmer X AUNNTMET DO S L AT X

Contract Officer

—— — g W 0047 0 aH 7. Click on the link for Bidder SBPP Status,
By Bid Number.

‘ Homs | ttems ¥ | Documants ¥ | Vandors™ ‘ qukk!w_ Contract Officer

Administrative Reports

Report File Name

Bider 38PP Status B Bid Numbsr
‘Custom Columns In PO

Dwarvizi of Contricts

SBPP dctive Vendors
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Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot Directions

Bidder SBPP Status 8. A report opens in a new webpage
Bid Number Quote Number Vendor Name & gt':t'::' B Certification Date Renewal Date WlndOW/tab Iabled BulSIneSS Inte”lgence
QT-1080-1080C- 00000015 - . . . . . .
sioseedvCorer: fooOL Periscose flodngs. N Administration. The report title is Bidder SBPP
QT-1080-1080C- 0D000D15 -
5169424-vCurrent 1080L- Periscope Holdings N Status-
00000000029 Inc
QT-1080-1080C- 00000015 -
S5168424-vCurrent 1080L- Periscope Hoklings, N
00000000030 Inc.
?Slésf-J 080-1080C- gga?;&DSDDL 3?3;35:‘;5'5}5{:";55 N
00000000212 00DO0DDDOTE 1
BD-15-1080-0SD01- QT-1080-05D01- 00000179 - 22nd Under SBPP Status! a Y deSIgnates those
OSDEP- OSDEP- Centi N . .
0000000271 0000000101 Techndlogies In: Vendors who are SBPP Active, while an N
QT-1080-1080C- 00000267 - Barker ’
5160832-vCi t 1080L- Steel LLC / H: N
e ohoooos7 R 11 denotes those Vendors who are not.
BD-14-1080-1080C- QT-1080-05D01- DD000267 - Barker
1080L- 0sD10- Steel LLC / Harris N
00000000212 00D00DD006S Rebar
BD-15-1080-0SD01- QT-1080-0SD01- 00000267 - Barker
OSDEP- OSDEP- Steel LLC / Harris N
00000000271 00000000102 Rebar
BD-14-1080-0SD01- QT-1080-0SD01-
0sD10- 0SD10- 0D000628 - Test N
00D00DD0209 00DO0DD00BS
BD-15-1080-05D01- QT-1080-05D01-
0SD13- 0SD13- 00000628 - Test N
00000000256 0DOD00DD00YS
BD-15-1080-0SD01- QT-1080-0SD01-
00000845 - AA. Wil
OSDEP- OSDEP- - Y Jul 17, 2014 Jul 17, 2015
00000000369 DDD00D00127 Corporation ’ !
BD-15-1080-0OSD01- QT-1080-05D01-
00000848 - Kraft
QSDEP- 0OSDEP- N
00000000243 D0OCODDC0BD Pawer Corporation
QT-1080-1080C- 00000904 -
S$170215-wCurrent 1080L- COMMBUYS N
0D00O0DD0OSE HELPDESK
OT 10en snenss ooncoons

9. Click on the option icon in the top right

corner of the report page. This option icon will
allow you to filter by the Bid Number, bringing
up only those Vendors who submitted quotes

H. E. & |~ & @ for the Bid you are working on.

Options |

10. Insert the Bid number in the first field.

Data reteshed Mow 20, ot 10:14:12.0 | €3

B.B.[+ > 5B Click OK to narrow report results to only the

. I quotes for the Bid.
Bidder SBPP Status

B4d Number @uote Hum Ite Renewal Date ‘

B0-15-1080-1080C- QT-1030-103

1080 1080

00000000244 00000000113

BD-15-1080-1080C- QT-1030-104

1050 L- Bid Number contains

00000000244 20000000114

B0-15-1080-1080C- QT-1030-108 BD-15-1080-1080C-1080L- 00000000244

1080 1080

00000000244 00000000115 Current SBR Status

m

0l Nore Inverze
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot Directions

11. From the filtered results you have the
=l option to export this report for your
procurement record.

r
As Excel Click on the Export icon and choose from the
S EXCe . .
availabel document options.
As CSV
As DOCX
As RTF
As Flash
As ODT
As ODS
As XLSX (Paginated)
As XLSX
o =TT Bidder 58P Status 98 [Protected View] - Microsoft bcel BT
Home  Inset  Pagelayout  Formulas  Data  Review  View v@od R 12 In thls example the entlre SBPP Status
- )
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details, x | H
= report was exported to an excel file.
AL - £ | Bidder sepp status é
B B I D I E I F I G = . . .
) Bidder SBPP Status E This excel file can be filtered, sorted, and
, Bid Number Cmolmitn | e Curront SOPP Statws  Corfication Date_ Renewal Date saved in order to assist you in your
243355 - C 3
3 |Qtosees iz T o procurement decisions and keep for your
243355 - Conversion
4 | Q100634 S Verdor N procurement records.
. Q100684 Q103372 243355 - Conversion N
Vendor
243355 - Conversion
6 Q100684 Q103373 Vendor N
243355 - Conversion
7 Q100684 Q103440 Vendor N
243355 - Conversion
3 Q100684 Q103479 Vendor N
243355 - Conversion
9 Q100684 Q103488 Vendor N
243355 - Conversion
10 Q100684 Q103519 Vendor N
243355 - Conversion
1 Q100684 Q103545 Vendor N
243355 - Conversion
12 Q100684 Q103580 Vendor N
243355 - Conversion
11 Q100684 Q103584 Vendor N
243355 - Conversion
14 Q100980 Q104578 Vendor N
243355 - Conversion
15 Q100984 Q104603 Vendor N
243355 - Conversion
16 Q100984 Q104623 Vendor N
243355 - Conversion
17 Q100980 Q104638 Vendor N
243355 - Conversion
18 Q100996 Q104880 Vendor N
243355 - Conversion
19 Q100996 Q104881 Vendor N
243355 - Conversion
|y Q1009ss ais n —
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Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot Directions

Bid Tabulation for Bid #00000127

Quotes Revisions Iltems Header Questi Subi s Routing Attachment: Y Back to Bid
LELIETN ScoreEntry  ScoreSummary

Scorecard Creation/Maintenance

Scoring Component Description Weight Delete

0.0

total: 0.0  subTotal 0.0

D Hide pricing from scorers D Display scoring summary to scorers Display scoring detail to scorers

Scorer Creation/Maintenance

Scorerhame Delete

-

13. To begin the scoring and evaluation
process, click the Score tab. The Scorecard
is an assessment tool used to evaluate quotes
in COMMBUYS. Scoring criteria is based on
a weighting system of a 100% total. Each
criterion will have an importance value (or
“weight”) assigned as a percent. The total of
all criteria combined must equal 100%. The
scores against those weights are recorded
numerically 1 to 99.

After criteria input, the purchaser forwards a
request to a group of approvers who use
those criteria to evaluate (score) the bid.

The Score Tab consists of three sub-tabs:

e Maintain — used to enter and display the
criteria, criteria weights and select scorers

e Score Entry — used to enter and display
individual vendor scores based on vendor
quotes.

e Score Summary — displays a side by
side view of all entered vendor scores

ERROR

® The total of the weight should be equal to 100

& Scorer is required.

Scorecard Creation/Maintenance

Scoring Component Description Weight Delete
[
Price 350 [
(]

total: 35.0 subTotal: 35.0

|:| Hide pricing from scorers |:| Display scoring summary to scorers Display scoring detail to scorers

Scorer Creation/Maintenance

ScorerName Delete

14. Enter each Scoring Component
Description and assign each a Weight in the
appropriate fields.

Click Save & Continue after adding each
item until all items are added and the weight
totals 100. If the total weight does not equal
100, a red error message will display.

Fields on the scoring component are:

e Scoring Component Description —
criteria used for scoring

o  Weight — importance of criteria,
measured by percentage

e Scorer Name — organization user(s)
designated as scorer(s) for the bid

Check the boxes that are applicable for your
Bid evaluation:

e Hide Pricing
e Display Scoring Summary

e Display Scoring Detail

Last Revised: 2014-11-25

Score and Award a Bid
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Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot Directions

ERROR

15. When the Scoring Component
Description is complete, the error message

® Scoreris required

Scorecard Creation/Maintenance “total Welght not equal to 100" no Ionger
e — weioht Detets displays.
]
Price 0 o The “Scorer is required” message remains
Delivery Time 0 ] until at least one scorer is selected and saved.
quality 400 =
00 To designate your organization’s users who
ik 1000 subTotak 1000 will score the quotes, select users, one at a
[T Hide pricing from scorers Display scoring summary to scorers Display scoring detail to scorers tlme’ from the Scorer Name dropdown menu.

Scorer Creation/Maintenance

ScorerName

Delete
O
Bid Tabulation for Bid #00000127

Quotes Revisions Items Header

— 16. Select a scorer name then click Save &
EIEIES scoreeniy seoe  CoONtinue.

Scorecard Creation/Maintenance

Scoring Component Description

Weignt Deete An additional dropdown selection box will
— - display directly below the saved scorer.
Price 35.0 =
powen e =0 - Repeat the above step for any additional
quality 40.0 =
scorers.
0.0

folst 1000 subotar 1000 Click the Quotes tab to review the bids prior
to Score Entry.

[C] Hide pricing from scorers Display scoring summary to scorers Display scoring detail to scorers

Scorer Creation/Maintenance

ScorerName

Delete
=1
Eanks-Grant. Linda - =

17. You can review each quote by clicking on
Bid Tabulation for Bid #00000127 the blue Quote # hyperlink to open each
. : ) ] vendor quote.
WIliGEE Revisions ltems HeaderQuestions Subconfractors Routing Attachments Score Summary  Back to Bid

Total Number of Submited Quotes: 2

Quote # Description Vendor D Vendor Name
(0000427 test approval 00000081 Iske of Skye, LTD
(0000128 test approval 00000006 Wiki's Widgets
Last Revised: 2014-11-25 7 Score and Award a Bid
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Job Aid:
How to Score and Award a Bid in COMMBUYS

Screenshot

Quote 00000127 - Isle of Skye, LTD

General hems Guessons  Suboomrackes Terms & Condtions Atichments Erauations Preference Reminsers [Rn]

Heater Information

Qute & ooz Bid#: oz Status: Sunes
Organization: Opesone S e

Descrigtion e Delivery Days: 1 Discount Percent: u

B Flag Ve Alterate Bid: " Shipping Terms:

Freight Terms: Ship Via Terms: Payment Tern:

Promised Date Inko Contact: Ouote Toal Frs
Comment:

Date Last Updated: ouEsene s IA User Last Updated: ‘Skler Styar User Created: Seyar Syar
Print format:

Vendor accepts the terms & conditions with no excaptions.

|Ammmi|‘ Feier| W W 5 oz

[em Information

Prnt Sequence# 10: {1040.45840000) red pens

[ o [ w [ e e | e [ e o] wm |

‘ 120 ‘ BOX | 25 [1:3 | s | aw ‘ 1) | o e |

Directions

18. The quote opens in a new window to the
Summary tab, a format similar to every
document in COMMBUYS. All vendor quote
information is stored in the displayed tabs.

Review all information in all tabs (including
any submitted attachments) to evaluate the
vendor quote.

Next, click the Score tab and then the Score
Entry sub-tab.

Bid Tabulation for Bid #00000127

Quotes Revisions Items Header Questions s Routing Summary Back to Bid
Maintain ScoreSummary

Scorecard Entry
User:  Banks-Grant, Linda

Vendor: v QuoteNumber:
o Please choose vendor and save your changes before you navigate to ScoreDetail.

Scorer Notes for Bid

Note Date Note Lo

19. The Score Entry sub-tab is where the
actual score for each vendor is entered.

To start the process, use the dropdown to
select a vendor.

‘ “

Bid Tabulation for Bid #00000127

Quotes Revisions ltems Header Z Routing Summary  Back to Bid
Maintain ScoreSummary

Scorecard Entry
User: Banks-Grant, Linda

Vendor: Wiki's Widgets  ~ QuoteNumber: 00000128 View Score History

€ Please choose vendor and save your changes before you navigate to ScoreDetail

Scoring Component Description Raw Score Weight Extended Score
Price I 250 3325

Delivery Time: 957 250 2378

quaity @ 400 56

Total 926  SubTotal 928
Scorer Notes for Quote

Delete

Note Date Note

20. The score card refreshes showing the
weighted categories for the selected vendor.
Enter the Raw Score and any notes.

Click Save & Continue to save the score.
Repeat the process (Steps 10-13) until all
vendor quotes have been scored.

Click the Score Summary tab.

Last Revised: 2014-11-25 8
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Screenshot Directions

Bid Tabulafion for B 400000127 21. The Score Summary tab displays the
Gules Revisins flems. HederQesions Subsntsacirs R Atchments |[RRDY Summay ik lo weighted scores side by side for easy review.

Maintain  ScoreEntry

ScoreCard Tabulation Summary

Seore s Soty ASCERANG T i yendors perpage: © Y@

Total ScoreCards Count: 3 Total Quotes Count: 2

e — = B
Price a0 Er-)
Debvery Time 1875 | nmn
quaity £ 356
Tokal | 91.75 26
View Score Detail View Score Detail

Bid Tabulation for Bid #00000127

T 22. Click the Items tab to view and make the
e v T award.
SR R v gl ) NOTE: For small procurements (those less
o ¢ Besam = e than or equal to $150,000) refer to the SBPP
0 ' Policy on www.mass.gov/SBPP on the SBPP
care femioQuss e e WO e T Resources for Executive Department
T s s e -~ Purchasers page.
e S S
htemcecsnt “aw "
=2
P =TT

Descrpins:
¢ = Lomest e P 0 Lowes v Quie Teisl.

23. To award all lines of the bid to a single

ltem info/Quote inf (ooooooos)Wiki's Widgets . A
em Infofluote info <Quote: 00000128> vendor, click the Award All button in the
:lidmp;:! Print Sequence:1.0 Status:2B0 - Opened O 5732 CorreCt Vendor S COIlJmn'
Quantity:12.0 Uom:BOX Discount: 0%
T S Vendat Discoun *aw| To award a multi-line bid to different vendors,
S Vendor Net Total $91.08 .
o T . check the box on each line under the vendor
S o wol - who will receive the award.
Eval Codes:
Pref Cades After the award decisions are complete, click
AwardiUnaward Al Save & Continue.
24. Click the Summary tab to view the
Quetes Revsons Kems HeaderQuesbons Subcostractors Bosting Attachmenss Score [ERUNEMY  BockiaSv
vendor(s) that have been award the contract.
Total ltem Count: 1 Tmlr\h-dednneCwnt 1 Bid Status: 250 -5 Opeses [Dustes rereved and openad. Ready far tabulebon)
ot [— — Click Submit for Approval.
E’:“ Pt Seeel ] Sabss 750 - Oered :nE
Ossnity 20 UpecBOX Disoount 1%
Tolais” Siendor Gross Teigh S8
§Vendor Dscaunt an
S bt K
Simcrege r
§dwentad 99108
Bt
EmTT) T
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Screenshot Directions

Bid Status: 2BA - Bid Approved (Ready for Vendor Awarding)

Item info/Guete info

Electric stuff
tem#1 Print Sequence:1.0 Status:2BA - Approved
Quantity:1.0  UemEA

Totals: $Vendor Gross Total:
$ Vendor Discount:
£ Vendor Net Total:

£ Preference Discount:
5 Evaluation Total:

& Vendor Freight:

§ Awarded:

Eval Codes:

Pref Codes:

Create PO | Print

Copyright @ 2014 Periscope Holdings, Inc. - All Rights Reserved.

25. Once the evaluated bid has been
approved, it will be in 2BA - Bid Approved
status.

Go to the summary screen of the Bid
Tabulation and click Create PO at the bottom
of the page.

Bid 00000017 - Purchase Order Creation Preview

1 purchase order wil be created for the follswing quote:
Quote # ‘

Vendor ID ‘ Vendor Name

00000014

‘ 00000012 ‘ Alyssa Test

Purchase order creation options:
Include Narrative ktems
Include Bid Attachmants
Include Bid Tab Attachments
Include Bid Notes.

Include Quote Subcontracters

Include Vendor Quote Attachments

LUCI U Y Y

Include Forms

Click ‘Continue’ button to create PO or click ‘Cancel & Exit button to cancel the PO creation and retumn to the bid tabulation summary page.

Copyright ® 2014 Periscope Hokdings, Inc. - Al Rights Reserved

26. Click Continue to generate a Master
Blanket Purchase Order from all the
information listed in the Bid and Bid
Tabulation.

Any of the pre-checked boxes can be
deselected; however that information will then
need to be filled in manually.

Blanket Bid 00000017 - Purchase Orderis) Created

The following Purchase Order(s) were created:

PO# Vendr I Vendor Hame Total

2000084 00000012

Copyright ® 2014 Periscope Holdings, Inc. - Al Rights Reserved

Alysea Test $5.00

27. A new Purchase Order # is generated.

To open and edit and/or submit the Master
Blanket, click the hyperlink PO #.

Note: The PO is created and will be marked
In-Progress if you wish to return to
COMMBUYS at a later date.

. Submit for Approval I I Print Wendor Copy I

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

Clone PO | Print

28. The PO will open to the Summary tab.

The PO is In-Progress and therefore edits can
be made if required.

Click Submit for Approval once ready to
finalize the Master Blanket.

Last Revised: 2014-11-25 10
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How to Score and Award a Bid in COMMBUYS

Screenshot Directions

29. Once the Master Blanket PO has gone
through the appropriate approval path itis in a
Ready to Send status.

Vendor Notification Actions

The PO will open to the Summary Tab. At the
%) send Emal and Notffy Vendor ' Setto Printed Status bottom Of the page’ Se'ect from one of the two

options:
¢ Send Email and Notify Vendor

_ pr | |"””“’°”““'“WI e Set to Printed Status (still posts the

Copyright @ 2014 Periscope Hokdings, Inc. - All Rights Reserved purchase order on COMMBUYS but does
not send any vendor emails)

Option(s)

Click Save and Continue to finalize the
purchase order and place the order.
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